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CHAPTER 3

JOB CLASSIFICATION
[Prior to 11/5/86, Merit Employment Department[570]]

581—3.1(19A) Overall administration.

3.1(1) The director shall prepare, maintain, and revise a classification plan for the executive
branch of state government such that positions determined by the director to bensiimitsspect to
kind and level, as well as skill, effort, and responsibility of duties assigned may be included in the same
job classification.

3.1(2) The director may add, delete, modify, or subdivide job classifications to suit the needs of
the executive branch of state government. When doing so results in new job classifications being add
ed to the classification plan, they shall be approved by the commission.

581—3.2(19A) Classification descriptions and guidelines.

3.2(1) Classification descriptions are developed and published by the department as needed.
They contain information about the job classification which may include examples of duties and re-
sponsibilities assigned, knowledges, abilities and skills required, and qualifications. They may be
used by department staff as one of several resources for arriving at position classification decisions

Classification descriptions are not intended to be all-inclusive. That some duties performed by an
incumbentare or are not included in a classification description is in no way to be construed as an indi-
cationthat a position is or is not assigned to the correct or incorrect job classification. Position classifi-
cation decisions shall be based upon the preponderance of duties assigned to the position.

3.2(2) Position classification guidelines are developed and published by the department as need-
ed. Their purpose is to document information about the duties and responsibilities that may be typical-
ly associated with a job classification or a series of job classifications. They may describe the kind anc
level of duties assigned, as well as the skill, effort, responsibilities and working conditions associated
with job performance. Where the job classification being described is one in a series, the position clas:
sification guideline may compare and contrast the similarities and differences among levels in the se
ries.

Position classification guidelines are generally intended for use by depastaieas one of sever-
al resources that may be used in arriving at position classification decisions.

3.2(3) Nothing in a classification description or a position classification guideline shall limit an
appointing authority’s ability to assign, add to, delete or otherwise alter the duties of a position.

3.2(4) Changes to the minimum qualifications in a classification description shall have no effect
on the status of employees in positions in that class, except where licensure, registration, or certifica
tion is changed or newly required.

581—3.3(19A) Position description questionnairesPosition description questionnaires shall be
submitted tdhe director and kept current by the appointing authority on forms prescribed by the direc-
tor for each position under an appointing authority’s jurisdiction. The appointing authority shall assign
duties topositions and may add to, delete or alter the duties of positions. An updated position descrip-
tion questionnaire shall be submitted to the department by the appointing authority whenever re-
guested byhe director or whenever changes in responsibilities occur that may impact a position’s clas-
sification. Position description questionnaires are a public record.

581—3.4(19A) Position classification reviews.

3.4(1) The director shall decide the classification of all positions in the executive branch of state
governmenexcept those specifically determined and provided for by law. Position classification deci-
sions shall be based solely on duties permanently assigned and performed.
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3.4(2) Position classification decisions shall be based on documented evidence of the perfor-
mance of a kind and level of work that is permanently assigned and performed over 50 percent of the
time and that is attributable to a particular job classification.

3.4(3) The director may initiate specific or general position classification reviews. An appoint-
ing authority or an incumbent may also submit a request to the director to review a specific position’s
classification. When initiated by other than the director, position classification review decisions shall
be issued within 60 calendar days after the request is received by the department. If additional informa-
tion isrequired by the department, it shall be submitted within 30 calendar days following the date it is
requested. Until the requested information is received by the department, the 60-calendar-day review
period may be suspended by the department.

3.4(4) Notice of a position classification review decision shall be given by the department to the
incumbent and to the appointing authority. The decision shall become final unless the appointing au-
thority or the incumbent submits a request for reconsideration to the department. The request for re-
consideration shall be in writing, state the reasons for the request and the specific classification re-
quested, and must be received in the department within 30 calendar days following the date the
decisionwas issued. The final position classification decision in response to a request for reconsidera-
tion shall be issued by the department within 30 calendar days following receipt of the request.

3.4(5) The maximum time periods in the position classification review process may be extended
when mutually agreed to in writing and signed by the parties.

3.4(6) Following a final position classification review decision, any subsequent request for re-
view ofthe same position must be accompanied by a showing of substantive changes from the position
description questionnaire upon which the previous decision was based. A new position description
guestionnaire must be prepared and all new and substantively changed duties must be identified as
such on the new questionnaire. The absence of a showing of substantive changes in duties shall result
in the request being returned without further review.

3.4(7) The position classification review process is not a contested case.

581—3.5(19A) Classification appeals.

3.5(1) If, following a position classification review request, a decision notice is not issued within
the time limit provided for in these rules, or the appointing authority or the incumbent does not agree
with the department’s final position classification review decision, the appointing authority or the in-
cumbent may request a classification appeal committee hearing. The request shall be in writing and
shall be mailed to: Chair, Classification Appeal Committee, lowa Department of Personnel, Grimes
State Ofice Building, East 14th Street at Grandefiue Des Moines, lowa 50319-0150. The classifi-
cation appeal hearing process is a contested case as defined by lowa Code chapter 17A.

3.5(2) A classification appeal panel shall be appointed by the commission.

3.5(3) Arequest for a classification appeal committee hearing must be in writing, state the rea-
sons for the request and the specific classification requested. The request must be received in the de-
partment within 14 calendar days following the date the final position classification review decision
notice was or should have been issued by the department.

3.5(4) The classification appeal committee hearing shall be scheduled within 30 calendar days
following receipt of the request for a hearing unless otherwise mutually agreed to in writing and signed
by the parties. All exhibits to be entered into evidence at the hearing shall be exchanged between the
partiesprior to the hearing and three copies shall be available to be offered into evidence at the hearing.
The hearing shall be held at the Grimes State Office Building during the regular business hours of the
department.The appellant shall carry the burden of proof to show by a preponderance of evidence that
the duties of the requested job classification are assigned and carried out on a permanent basis and are
performed over 50 percent of the time. The committee shall affirm or deny the job classification re-
quested, or remand the request to the director for further review. The committee’s written decision
shall be issued within 30 calendar days following the close of the hearing and the receipt of any post-
hearing submissions. The written decision of the committee shall constitute final agency action.
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3.5(5) Requests for rehearing and judicial review of final classification appeal committee deci-
sions shall be in accordance with lowa Code section 17A.19.

3.5(6) Following a final classification appeal committee decision, any subsagggeest for re-
view of the same position must be accompanied by a showing of substantive changes from the positior
description questionnaire upon which the previous decision was based. A new position description
guestionnaire must be prepared, and all new and substantively changed duties must be identified ¢
such on the new questionnaire. The absence of such a showing of substantive changes in duties sh
result in the request being returned without further review.

581—3.6(19A) Implementation of position classification decisions.

3.6(1) Position classification changes shaik be retroactive and shall become effective only af-
ter approval by the director. Position classification changes approved by the director that are not mad
effective by the appointing authority within 90 calendar days following the date approved shall be
void. Position classification changes that will have a budgetary impact shall not become effective ap-
proved by the department of management. If the appointing authority decides not to implement the
change or the department of management does not approve funding for the change, duties commens
rate with the current job classification shall be restored by the appointing authority within three pay
periods following the date of that decision.

3.6(2) Except where licensure, registration or certification is required, an employee shall not be
required to meet the minimum qualifications for the new job classification when a reclassification is
the result of the correction of a position classification error, a class or series revision, the gradual evolu
tion of changes in the position, legislative action, or other external forces clearly outside the control of
the appointing authority.

3.6(3) An employee in a position covered by merit system provisions shall be required to meet the
minimum qualifications for the new job classification when the reclassification is the result of success-
ful completion of an established training period where progression to the next higher level in the job
classification series is customary practice, for reasons other than those mentioned in subrule 3.6(2), c
when the reclassification is the result of a voluntary or disciplinary demotion. In addition, employees
with probationary status must be eligible for certification in accordance with 581—Chapter 9, lowa
Administrative Code.

3.6(4) In all instances of reclassification where licensure, certification, or obtaining a passing
score on &est is required, that requirement shall be met by the employee within the time limits set forth
by the director. If this requirement is not met, the provisions of rule 581—11.3(19A) shall apply.

3.6(5) Rescinded IAB 2/20/91, effective 3/29/91.

3.6(6) If an employee is ineligible to continue in a reclassified position and cannot otherwise be
retained, the provisions of 581—Chapter 11, lowa Administrative Code, regarding reduction in force
shall apply.

3.6(7) An employee shall not be reclassified from a position covered by merit system provisions
to a position not covered by merit system provisions without the affected employee’s written consent
regardingthe change in merit system coverage. A copy of the written consent letter shall be forwarded
by the appointing authority to the director. If the employee does not consent to the change in coverage
a reduction in force may be initiated in accordance with these rules or the applicable collegdive bar
ing agreement provisions.

Theserules are intended to implement lowa Code section 19A.9 and lowa Code chapters 19A, 19B
and 70A.

[Filed 9/18/70]
[Filed 8/2/78, Notice 6/28/78—published 8/23/78, effective 9/27/78]
[Filed 11/7/80, Notice 9/3/80—published 11/26/8€ective 12/31/80]
[Filed 12/3/82, Notice 10/13/82—published 12/22/82, effective 1/26/83*)

*Effective date (1/26/83) of 3.4 and 3.7 delayed 70 days by the Administrative Rules Review Committee. Delay lifted by Committ@e Gee/8éails
following chapter analysis.
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[Filed 3/22/85, Notice 10/24/84—published 4/10/85, effective 5/15/85]
[Filed emergency 4/23/85—published 5/8/85, effective 5/15/85]
[Filed 7/26/85, Notice 5/22/85—published 8/14/85, effective 9/18/85]
[Filed emergency 7/1/86—published 7/30/86, effective 7/1/86]**
[Filed 10/17/86, Notice 8/13/86—published 11/5/86, effective 12/10/86]
[Filed 7/24/87, Notice 6/17/87—published 8/12/87, effective 9/16/87]
[Filed 9/2/88, Notice 6/29/88—published 9/21/88, effective 10/26/88]
[Filed 9/29/89, Notice 8/23/89—published 10/18/89, effective 11/24/89]
[Filed emergency 11/9/89—published 11/29/89, effective 11/24/89]
[Filed 2/1/90, Notice 12/13/89—published 2/21/90, effective 3/30/90]
[Filed 5/25/90, Notice 4/18/90—published 6/13/90, effective 7/20/90]
[Filed 2/1/91, Notice 12/12/90—published 2/20/91, effective 3/29/91]
[Filed 5/23/91, Notice 4/17/91—published 6/12/91, effective 7/19/91]
[Filed 11/20/91, Notice 8/21/91—published 12/11/91, effective 1/17/92]
[Filed 3/26/93, Notice 2/17/93—published 4/14/93, effective 5/19/93]
[Filed 12/12/96, Notice 10/23/96—published 1/15/97, effective 2/19/97]

**See IAB Personnel Department
Note: The 7/24/91 IAC incorrectly identified subrule 3.5(5) as being delayed 70 days from 7/19/91. Correction publighb&8/7/9



